HSE-HEALTH BUSINESS SERVICES	HBS-PAYMENT SERVICES	 CREATE/CHANGE VENDORDRAFT

NATIONAL FINANCE DIVISION-FINANCE SHARED SERVICES-PAYMENT SERVICES	 CREATE VENDOR ☐ CHANGE VENDOR ☐  
		(Please tick whichever is applicable)
	 [image: ]
	FOR COMPLETION BY HSE/TUSLA PURCHASING LOCATION



	VENDOR NAME
	  

	AGENCY
	  
	                                                                                                                                                                       E.g.- East (HSE-CORP, NA, SW, EC, CC 6000, CAP, TUSLA), Midwest (CHO3, HG25),   Northwest (NPUR, CHO1, HG23),  CHI (HG47), Ariba (NPUR), Northeast, Midlands (MHB, NDC), Southeast, South, West

	

	Description of the service to be supplied, you MUST attach a quote/sample invoice from the supplier

	 
	 
	

	Vendor Type
(Please Tick)
	 ☐ Supply of goods
	 ☐ Supply of service
	 ☐ Carer Payment

	
	 ☐ Voluntary Org.
	 ☐ Petty Cash/Franking Machine
	 ☐ Training

	
	 ☐ Grant
 ☐ Non-Resident Landlord
	 ☐ Nursing homes
 ☐ Student Nurse
	 ☐ Staff Refund
 ☐ Non Staff Exp.

	
	 ☐ Construction (see below)



	 ☐ Professional Service (see below)



	 ☐ Other (Please Specify)
        
 



    CONSTRUCTION SERVICES/PROFESSIONAL SERVICES ONLY

	Industry Description
(Please Tick) 
	 ☐ Consultancy
	 ☐ Physiotherapy
	 ☐ Medical

	
	 ☐ Construction
	 ☐ Psychotherapy
	 ☐ Optical

	
	 ☐ Engineering
	 ☐  Chiropody
	 ☐ Legal

	
	 ☐ Auctioneering
	 ☐ Pharmacy
	 ☐ Dental

	
	 ☐ Accountancy
 ☐ Other (Please Specify)
        
 
	 ☐ Training Consultancy Services





Professional Services Withholding Tax (20%) will be applied to payments in respect of professional services. 
For Construction Services you will be required to complete a Contract Notification Form in advance of any invoice being received. When the contract is registered a Site Identifier Number (SIN) is available to the subcontractor through the Revenue Online Service (ROS) and should be displayed on all invoices relating to this contract. 
	

Have you read the Revenue Code of Practice for Determining Employment or Self Employment of Individuals? 
	

YES ☐


	Are you satisfied, having read the above Code as to the distinction between a Contract of Employment and a Contract for Services and that this contract is NOT a contract of Employment?
	
YES ☐



	You must answer both of the above questions. The Revenue Code of Practice and Employee vs Self-Employed checklist (for completion where the setup is for an individual) are available on:  https://www.hse.ie/eng/about/who/finance/hse-finance/tax-department/documents/



I confirm that the requirement is not covered by an existing HSE vendor and contract, there is no conflict of interest, and the proposed vendor has been sourced in accordance with all relevant procurement regulations.
	Signed 
	
	Name
	 	Grade
	  
					         
	(Please print)

	Email Address
	 	Tel No
	 	Date
	  
	

	Certified 
	
	Name
	 	Grade
	 
	(Must be minimum GVI or Equivalent  for New Set-ups & Amendments)        
	(Please print)

	
	

	Email Address
	 	Tel No
	 	Date
	 


Tel: 01 635 2955	accounts.vendor@hse.ie	Fax: 01 635 2817

Return to: Payment Services, HBS, Block D, Parkgate Business Centre, Parkgate Street, Dublin 8, D08YFF1 
                                                                                                                                                                                     Vendor Setup Form-Location Version 1.0  
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